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FOREWORD

The occupational analysis project was conducted by The Instructional Materials
Laboratory, Trade and Industrial Education, The Ohio State University in con-
junction with the State Department of Education, Division of Vocational Educa-
tion pursuant to a grant from the U.S. Office of Education.

The Occupational Analysis project was proposed and conducted to train voca-
tional educators in the.techniques of making a comprehensive occupationatl
analysis. Instructors were selected from Agriculture, Business, Distributive,
Home Economics and Trade and Industrial Education to gain experience in
developing analysis documents for sixty-one different occupations. Represen-
tatives from Business, Industry, Medicine, and Education were involved with
the vocational instructors in conducting the analysis process.

The project was conducted in three phases. Phase one involved the planning
and development of the project strategies., The analysis process was based
on sound principles of learning and behavior. Phase two was the identifica-
tion, selection and orientation of all participants. The training and work-
shop sessions constituted the third phase. Two-week workshops were heid
during which teams of vocational instructors conducted an analysis of the
occupations in which they had employment exparience. The instructors were
assisted by both occupational consultants and subject matter specialists.

The project resulted in producing one hundred two trained vocational instruc<
tors capable of conducting and assisting in a comprehensive analysis of
various occupations. Occupational analysis data were generated for sixty-one
occupations. The analysis included a statement of the various tasks performed
in each occupation. For each task the following items were identified:

tools and equipment; procedural knowledge; safety knowledge; concepts and
skills of mathematics, science and communication needed for successful per-
formance in the occupatior. The analysis data provided a basis for generating
instructional materials, course outlines, student performance objectives,
criterion measures as well as identifying specific supporting skills and
knowledge in the academic subject areas.




PREFACE

Training of young people in the distributive occupations has been rather narrowly
confined to the actual retailing of goods. Relatively little attention has been
given to moving goods through the distributive channels bgtween producer and consumer.

The duties and tasks involved in the day to day operations of a motor freight termi-
nal are covered in this book. The size of a transportation organization has a great
influence on the number of people required to carry on what is essentially a clerical
function. This refers to those duties which are not related to the actual handling
of freight, nor of managing.

This clerical function has been broken down into dispatcher and terminal clerk. In a
small operation one person might perform both jobs, while in a larger company, from
one to three people might share the dispatch operation, and four or more the clerical
job.

All of the clerical and dispatch duties and tasks performed in the terminal of a
common carrier in the trucking industry are included. Different operations would be
necessary in the companies of contract carriers (trucks), the railroad industry or
air freight companies. Although the individual tasks night differ, the same basic
functions of record~keeping, dispatching, tracing, cashiering, billing and cnustomer
service are found in all areas of the transportation industry.

B SSsee



ACKNOWLEDGMENT

We wish to acknowledge the valuable assistance rendered by the following
subject matter specialists. They provided input to the vocational instruc-
tors in identifving related skills and concepts of each respective subject
matter area and served as training assistants in the analysis process during
the two-week workshops.

Rollin M., Barber, Psychology
The Ohio State University
Columbus, Ohio

Jodi Beittel, Communications
Columbus, Ohio

'Diana L. Buckeye, Mathematics

University of Michigan
Avon Lake, Ohio

Rick Fien, Chemistry
The Ohio State University
Beachwood, Ohio

N.S. Gidwani, Chemistry
Columbus Technical Institute
Columbus, Ohio

Bruce A. Hull, Biology
The Ohio State University
Columbus, Ohio

Donald L. Hyatt, Physies
Worthington High School
Worthington, Ohio

Glenn Mann, Communications
Columbus, Ohio

Jerry McDonald, Physical Sciences
Columbus Technical Institute
Reynoldsburg, Ohio

Colleen Osinski, Psychology
Columbus Technical Institute
Columbus, Ohio

David Porteous, Communications
University of Connecticut
Colchester, Connecticut

James A, Sherlock, Communications
Columbus Tgchnical Institute
Columbus, Ohio

Jim VanArsdall, Mathematics
Worthington High School
Worthington, Ohio

Lillian Yontz, Biology
The Ohio State University
Caldwell, Ohio

T eezv— ol




The following individuals are acknowledged for their organizational assistance in
identifying and coordinating the vocational instructors and consultants in Distributive
Education. .

Cathy Ashmore, Director . James R. Gleason
Distributive Education Instructional Indian Hills High School
Materials Laboratory Cincinnati, Ohio

Columbus, Ohio

Acknowledgment is extended to the following I.M.L. staff members for their role in
conducting the workshops; editing, revising, proofing and typing the analyses.

* Faith Justice Research Associate
Sheila Nelson Administrative Assistant
Marsha Opritza Editorial Consultant
Rita Buccilla Typist
Peg Bushelman Typist
Carol Fausnaugh Typist
Mindy Fausnaugh Typist
Rita Hastings ‘Typist
Carol Hicks Typist
Sue Holsinger Typist
Barbara Hughes Typist
Carol Marvin Typist
Patti Nye Typist
Kathy Roediger Typist
Mary Salay Typist

- - ——— - —m—— e e - — e el e R T e L




JOB DESCRIPTION

A terminal clerk is the person responsible for all clerical work done to maintain the
necessary records on inbound and outbound freight, including the rating, billing,
cashiering, and accounting for receivables.




Duty A

Applying Rates

Determine destination and applicable tariff

Determine rate base for shipment

Classify each item of shipment to determine freight classification
Determine proper rate

Calculate final freight bill

Maintain tariff file in current condition
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Duty B Preparing Freight Bill

1  Collect billing date (from bill of lading)
2 Type freight bill

3 Dpistribute copies of freight bill

4 Prepare freight bill for mailing




I3WOISNDI

a3®aF pue [T1Fq 3I091100UT
03 pedl Aew - SUOFSUIIXY
831910 33ea Surandy3 L[303aaodug

S2an3F3 SHIITO 93ea SufrdIFaaa JoN

HOH Y3

SUOFSUIXD SHIITD I3BA AJFIoA

3uypel jo
IIFQ WOoa1j uofIewrojuf JuauFlaad 3oI[ag

SNOIS103d

I03BTNOTED DFUOIIDITE

8urper 3o ITTd

ayvzvH — AL3dVS

=T

3IDAITMONN IONVIWHO4YH3d

NOdN @3ldv S1LI3rdo
‘STVIHILVIN 'LNIWJIND3 ‘ST00L

(ONIQVT 40 T1I9 WOdd) VIV

ONITIIE IDATIO0 () NIWILVLS MNSVL)

25




uoridraossag

JeWIoy oway ITFq Surd43 103 sazon Sur3tap
@ouaaajur/TreIag
uoTsuayaiduo) Surper 30 ITIg 3urpeay
SL1daINOJ/STIINS SITdNVYX3 S3IAOW 3ONVINHO3H3d

SNOILVIINNWINOD

2b

I03BINOTED DTUOIIDATH
SPTV TEOTURYDI3y pue S3dIA3(Q Jufrindwo)y jJo asp

UOFSTAF(Q ‘UOFIBIFTAFITNH ‘UOFIDBIIqRS ‘UOFIFPPV
(uor3ernoTe)) suojieaadp [ejzuswepunyg

SUOT3DEBAJ TEWFOIP ‘sidqunu ITOYM

UOT3ITUd003ax aaqumpy

uorjezyuedio pue L3Tae[d [eIUSW
‘UoTIBIJUIOUOD ‘UOTIEAIISqO ‘uoFIuaIle  Iduewaojiad
Teausu Tewrjdo 03 OFseq sIFIFTend Jo ssouaaeme urejureR
aoueuwzojiad Teorsdyd
Jyead 03 Ofseq suoTIssa1dxd TedFsAyd jo ssauaieme UFBIUTEBR
UOTIEXeTad PUEB UOFSUI] UI[IMIAQ
Q0uUBTeq J103J pPOSU JUJ JO SSIUIIELME SNOFISUOD UTeIUFEH
JIMWOISND I0J IDTALIS ISV UFEIAIDSE 03 LJFoeded ITQEYXy

pe

SW3ILSAS HIGWNN — HLIVW

JON3IDS

(ONIQVT 30 'TII9 WO¥d) VIVA ONITIIE 1DATI00

ERIC

(LN3W3LVLS MSVL




8uyrpet 3o TT¥d

sacxas TedTydex8odLg

oydyd3

wxoj
IIT9 Iy3Fe13 O3 UOFIPWIOIUT IIJSUBL],
durper 3o TIFq 03 1333y

UOTITWIOJUT 3JO LOeindoe JUTwIaIag

SNO1S103d

w10y TTFYQ IuSraxy yueld
I33Tamad g

(STFe3I=p
juaug3aad uu sajou 1o) Suypel 3O TITd

3DA3TMONN IONVINHO4H3d

AQyV2VH — Al34VS

[<red

NOdN Q31J0V S103r80
‘STVIHILVYW ‘LNIWJIND3 ‘STOOL

TIIE IHOIZMd ddAL (LN3W3LVLS MSVL)




SurdL],

33o0dax jeuorjvwaOIUT

aduazagjur/IFeIaq
uofsuayaxduo) (sa3ou 10) Suypel jo ITId Jugpesy
S1d3INOJ/STTINS S3TdINVX3 S3AQ0OW 3IONVINHOIH3d

TI¥9 3y81aay BupdLy Surltay

SNOILLVIINNWINOD

s13aqunu I3Toyy

uop3Fudedax xaquny

> %

uoj3ezjue3io pue LIFie]d [eRIUSW
¢ UOT3IBIJUIDUOD ‘uoFleaxasqo ‘uojjualle :IdURWIOIIId
Tejusu Tewy3ldo 03 OFseq saf3yrenb Jo ssaudiemr ujelUTER
sourwiojyaad feOTsAyd
dead 02 OFseq suofssaidxo [eOFsAyd Jo sSsauIIBMB UTBIUTEH
UOTJIEXETII pPuBR UOTSUI] UI3MIAG
JDUBTEq 103 PaaU Y] JO SSIUIIRMB SNOFOSUOD UFRIUFWH
13WOISND 103 IDFAIIS ISIQ UFRIAIOSE 03 A3JFoeded IFQEuUXy

- SNILSAS HIGANN:- ~ HLVIN

30N310S

8
z
3
H
H

)
=~
TIIS JHOIINA AdAL (LN3W3LVYIS NSV 5




CETR)

aanpesoad aurs mo[ToJ S9Fdod Bujujeway
1119 Y3213 8.I9FYSE)
11319 3y3yaa3 1eurdrap
. :3IY3Faa3 YIA
(£23a3TsD uo ysed) ysjaxy 309110
Adod eajxyg
3dyeoax Axaattaq
Kdod augpraazul
Kdod TeuRIx3l uUOTIRUFISIA
:3uomdyys yigm
Ldos Bugjunoddy
(papaemioy Lsuou pue)Ldéd s, a3TYse)
}2972 BuITIIq
Kq 3day Ldoo TeuFwWaal w310
aaddjys o3 Teuldiap
3y8yeazy predeayg
satdod 23noy

SNOISIO3a

INSBY ((INO,,
Iaupqed 3urird

safdos uaa9ag

11¥9 3y3yax3z [eurdyio aup

QHVZVH — Al34VS 39Q3TMONM 3INVWHOSH3d

TI1€ LHOIAME 30 SHIJOD ALNEIWLSIA (LN3W31Vv1S disvl)

b2

NOdN Q31Jv SLD3r80
‘STVIHILVIW ‘LNIWJINTI 'STO0L




s3x0dax (ruorjTWIOIUY

uoFsuayaadwuo)
GOFICITIFSSRT) s9ydod puw STITIq IySyaag Suppemy
S1d4IDINOI/STINS $ITINVX3 $3QOW 3ONVWHO3U3d
SNOILLVYIINNWINOD ) ;

UOFITUBGOIX xaqunpy

saoqunu ITOYM

UOTIVZFURBI0 puvw AJpaerd TEIUIE
‘WOTIVIJUIOUOD ‘UOTIVAIIRGO ‘UOFIUIIIB  IDUPWIOJIId
Tvjuau fvuyzdo 03 dyseq SIFIFTenb jJo ssauIreme UTRIUTEH
duenzojiad 1edysiyd
yead 03 oFseq SUOFSsIadxad [WOIFsiyd jJo ssIuIIEAR UTRIUTER
UOFIVXRTIZI pPUB UOFSUI] UIIMIIQ
FUVIRq 103 PPV IYl JO SHIUIILAR SNOTOSUOD UTBIUFERH
IWOIEND I0J IDTAIIN ISIq UIEIIINER 03 LITowded JTqQEyxa

SWILSAS HIEWNN — HIVN

JON3I0S K :

mm]

TII9 LIDT3 30 SATJ00 3INGI¥LSIC (AN3IWILVLS NSV




PUFYORW JO ISNSIN

J0a12 TedjrydeaBodLy

sgouu3 53Nd SNOIS193d

5\

aupyoen BUTTTOH

auryoru dwels io0 sduwlg

TFeR Janseq ,IN0,,

auryowu due3ls ssn 10 dwels a931amadLy

auryoww SupiIvw 03 IANBL sadotaauy

. sadoTaaua jynas . TIFQ Y3yaazy youd jo Adoo aup
sadoTaaua ad4], sTT¥q IyByaay Teursyao

_ . NOdN Q3ldVv S103f80
QE<N<I>._.mn_<w mOQMJBOZv_MOZ(s_mOn_mmm .m._<_mm._.<§.._.2ms_n=:0m.m.._OO._.

ONITIVR ¥0d TTI€ IHOIZI FIVATEd  (LNIWILVLS DISVL)

1% | gm

mm] :




€C
ot
SuydLy . sdoTsaus uo ssaappe 2dLy Sun3tap
S1d3ONOJ/STINS SITIWNVX3 S3IAOW 3ONVWHO4H3d
SNOILVYIINNWWOD

uwoj3IFuBodax zaqumy

.8._"uuuu=oo=ou ‘uoj3vAlsqo ‘uoyulIIw  :Iduvmioiaad
Te3uem IPwi3ldo 03 O¥svq SITITIPND JO $SIUIIBAR UTBIVIWH

yead 03 9718vq suorssaadxad Tedysiyd Jo ssaudIEM® UTBIUTER

FDUBTRQ 103 PISU IY3J JO SSIUIIBM® SNOTOISUOD UYRIUTWH
sisqunu STOYM I3WOISND 103 PIFAIS 189q UTPIIOSE 03 LI wded ITQyyxm

uojIvwTFuEBio puw A3JfawTd Iviuowm

souvnzozxad (woyedyd

UOTIPXETal PUR UOTSUII UIAINIAQ

SWILSAS HIGWNN — HLIVW

JON210S

ONITIVH 404 T1I9 1HOIFYA FWVIXEd (LN3W31ViS JISvi

A



Tracing Freight

AV D WN -

Receive customers®’ requests (for tracing freight)
Contact points of origin and intermediate points
Contact destination point and intermediate points
Expedite -freight

Advise customer of freigh: progress

Keep records of unsettles tracing request
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Duty D

Handling Overages and Shortages to Incoming Freight

Check freight on hand

Read incoming freight bills to determine overage or shortage (of freight)
Recount incoming merchandise to compare with statement (freight bill)
Type overage and shortage reports

Maintain files of unsettled overages and shortages

Ship overage material to proper destination

Handling freight shortagea
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Duty E

Handling Damage

1

ndwnN

Inspect incoming material for proper packaging and container damage on receipt
or reported damage

Type and distribute damage repovts

Maintain file of unsettled damage cases

Receive customer complaints about damaged freight

Take appropriate salvage or repair action
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Duty F

Handling Collections and Accounts Receivable

Receive money collections from drivers or dispatcher

File cashier copies of freight bills of inbound shipments

Make out bank deposit

Maintain file of customer accounts receivable on current basis
Determine and handle past due accounts
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Duty G Storing and Retrieving Shipment Information

1  Maintain file of freight bills of outgoing shipments
2 Maintain file, by shipper, of original bills of lading
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Duty H

Taking All Incoming Phone Calls

1

Answer and transfer all incoming calls to proper destination
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GLOSSARY

Accounts receivable — .11 unpaid freight bills

Bill of Lading (B/L) — contract between shipper and carrier (freight company)

Commodity rate — special rate governing volume or truck load movement between two specific
points on a certain commodity

Consignee - person who receives freight that is shipped

Cons.gnor — person who ships freight

Dispatch sheet — large worksheet on which is recorded requests of :customers for pick-ups

Expedite freight ~ anything done to make delivery faster or easier for the customer

Extensions — multiplying weight times rate and recording total price on a bill of lading

Free astray - no charge freight bill

Freight bill - invoice that informs shipper or receiver of the freight charges that are due
and that identifies a shipment from pick-up to final delivery

Interline freight — freight that requires the handling of more than one common carrier to
reach its final destination

LTL ~ less than & full truck load

Manifest — list of freight bills loaded on one truck

National Motor Freight Classification (NMFC) - listing of all products and commodities mov-

ing by common carriers containing official classification of each item for rate purpcaes ?

0. S. and D. - any reference to overage, shortage or damage to m:rchandise

Origin terminal - the point from which merchandise is first shipped by the carrier (the ori-
ginal pick-up peint)

Over-the-road - any shipment sent outside the local area

Pro number —~ freight bill number assigned by the freight company

Rate split - division of freight revenue between two or more common cerriers

Routing — scheduling the order of pick-up or delivery of freight

Tandems — twin axles, each with four wheels mounted on the rear of a semi trailer

Tariff - official price list authorized by the I.C.C. outlining all rates and rules governing
the movement of freight between different areas |

Tariff supplement — publications of 1.C.C. detailing price and rate changes

Tote board ~ bulletin board that lists all equipment available to a terminal and the lcca*
tions of that equipment

Trip sheet ~ driver’s list of billse and delivery or pick-up points
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